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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

L

: INSTRUCTIONS See Publfcatlon No. 76—“M 1 for instructions on completing this form. Forward signed original to
1 Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334

APPLICATION FOR RECORDS RETENTION SCHEDULE

Attentlon Scheduling Section, / 8'7 Lo Y—-0 {
FOR AGENCY USE 1. Agency' Address FOR RECORDS MA’NAGEMEN_L!_.’_SE
D . . . « 4 s
‘ Application Date Department of ‘Public Safety Application N"'mbarg 7 ___O ? 6
: : , 959 E. Confederate Avenue . ! f )
: Application Number Atlanta, Georgia 30316 Date Received " Date Compteted
0 | AUG 138 1989 | OCT - 2 1989
2. Person to Contact ) Working Title - Telephone Number
Capt. H. E. Hyde . Supervisor, Computer Services 624-7630
3. Action Requested S - o ) Tt T l
a. [g Establish Retention Schedute; record will continue to accumulate. ~
b. [J Dispose of present accumulation; no further accumulation anticipated.
c. [0 Amend Application No. : Check One: 11 Change; [ Supercede; O Void
4. Dates of Series 5. Rectrds Series Title (followed by title used in office; if different)
Earliest Latest
1985 I Present Trooper Activity Reports
6. Dms[b?énd Office Function What is the function of the Division and the ]vaf.icénin which this record series is created?

The Georgia State Patrol is a division of the Department of Public ﬁafety
Our function is TRaffic Enforcement and Accident Investigation for the entire
State of Georgia.

7. Record Series Description  This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file. ‘
[Documents relating to: Reporting Activities of Troopers i
Included are: Reports showing weekly activities of Troopers. i

Showing types of activities engaged in by number of actions and by
number of man-hours. .
Six forms, DPS612, 612A, 612B,‘612AS, 612BS are used.

Filg is arranged: BAdge Number within ’post, within troop and monthly. .

8. Monthly Reference Rate How often are records referred to which are:

1___; Thirteen to twenty-four monthsold 1 ;
Information is usually referenced by Computer.

One to six monthsold — .. 2____; Seven to twelve months old

__twenty-five months and older _._rhl__.?__
9. Annual Rate of Accumulation of Records

Letter-sizedrawers ___; Legal-size drawers __.__é.ﬁ“ Shelves . _; Other (specify)
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1YES [ NO | 10. Questionnaire (Place an X" in the proper column} ) 7
_ a. Is this the offrc:al copy of the senes? ‘
X If not, where is it? _ _ 3 — - -
X b. Does the series contain confidential lnformatron requiring securrty handhng? If yes, cite law or regulation,
X ._Is this a vital record? T fo
X d Does this series have historical or lon ong term researgh__value? - o
e. When one or two documents in the file make it necessary to keep the enttre flle for a long period, cou!d these
X __documents be scheduled separately? e
L ,.J_L_«;, | _f. Is the information contained in this smmoul)hi_eds_lfmseajnch mpyt__ e
' g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X 1 If ves, attach copy. . —— —
X 1!# h. 1s there a duplication of this series in your offlce orin another offlce or agency?
| _ __livés. where? DPS Archives and_Computer Services. 3 B
X | i._)s this series {or a major portion of it) requiarly microtilmed?_ -
X i Does‘s\he record series result in a computer priptout? . . __ . _ o
1 11. Retention Requirer\ents ™. l‘ The following requires the series to be kept
a. State Law . _years. “d. Audit period ' years.
b. Statute of limitation  * ___ . . _years. e. Administrative need 3 years.
c. Federal law _ years, ' f. Federal retention instructions : yeéars.

Attach copy or excert of laws or regulations, Explain administrative need.

12. Approved Dispositionilnétruotions‘ This ageocg rg.ommends that the file series be cut_on at the end of each:

@ Calendar Year; {] Fiscal Year; O Other then,
@ Hold in the current files area . month(s) _Three __vyear(s); then
O Transfer to locat holding area; hold . . vyear(s}; then
O Transfer to State Records Center; hold . _year(s); then
X Destroy.

O Transfer to State Archives for permanent retention.
O Other (Specify)

SUPERVISO%," COMPUTER SERVICES
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These instructions apply to all prior and tgtﬁre accumutations of the series.
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Recommendations in para-

graph 12 are approved. State Auditor/Designee _/l% B /4 ')/-5/75’ '

{If disapproved, attach letter . .
4 of explanation.) Secretary of State/Designee f/) ﬂ’ﬁ

[ Gevernev-
Attorney-General/Designee | ? M?
mr Rev. 76 - (ncvem swo)

1A Agency Head/D HeadlDesrgnea (Srgnature) _.'_-i_ Date | Rgcords Management Officer {Srgnature) 1 Date _

T 277 | Qe W 00 [l

~ State Records CornmitteQ (Signature) 7 ~ Date




